
FOR AGENCY USE 1. ADency Addnrt Department of Education 

Division of Special Programs 
Program for  Exceptional Children 
Mental Handicaps U n i t  

ppliwtion ate Office of Instructional Serv'i ces 

pplimion Nu- 

'. Record Series Desuiption Th is  f i k  contains the followi6g documents (include form numbers and titles. if my): 
Attach samples of the file. 

Doamentsrelatingm: Provid ing  technical assistance i n  areas re la ted t o  educational programs 
for  educable mentally retarded, t ra inable  mentally retarded, severely mentally retarded, 
specif ic  learning d i sab i l i t i e s ,  and behavior disorders. 
lndudedare: General information and correspondence, copies of information disseminated 

upon request. 

FORRECORDSMANAGEMENTUSE 
Application Number 

82- 138 
a t e  R e i d  moCampined 

MAY 2 8 1982 1 'JUL-3 0 1982 
-~ 

. 

Fileisnrawd: Chronologically by above areas,. - 

. .  
m n t h l y  Reference Rate 

One to six months old 
How often are records referred to which are: 

; Seven'to twelve mon ths  old ; Thirteen to twentyfour months old 

twenty-five months and older 1 
#. Annual Rate of Accumulation of Recards 

Lettersize drawers 3 ;Legat-zizedrwers ;Shelves ;other lrpecilvl 

. . - 
-. . . - ._ 'Y_-.-_ ( O F )  

~ % 

R-50-7371; R.U. 76 .. 
__ 

. Dates of Series 
arlien Latest 

To Date 

5. Reeords Series T i l e  (followed by title uoed in office; if different) 

Mental Handicaps , Related Services Fi les  



X 

$ - 
1. Rcter 

a I s  this the off idrl ODW of the sera? 

b. Doer the rcries conlain confdmti.1 mformtion requiring security handling? If yh. cite law or regulation. 
If not. wh weisit? 

X 
c Is *is a vim1 record? 
d. Does th is  perks have historical or long term research vllue? 
c. When on of t*10 documents in the fik make h mesrary 10 keep th? entire fik fa a bng period. could these 

1. Is* informy&mined in th i s  Periesmr wblirhed? If ves. a €!lSQ!JY. 

0. Is the infarruton mntaioed in thii pries ever analyzed and/or remded in a summarized repart? 
If VesJLmCh m v .  

h. Is  there a duplication of air  series in yov office, of in another office or agency? 
If vet  where? 

&cumenti be scheduled PcDarptelv? 

? i. I s  t h ~ r  e~3w.m .-rmaofllmed . .  
i r' . J w n l Q m  . ?  

ion Requiremnts The following requires the pericr to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need -Yews. 
c Federal law wars 1. Federal retention instructions years. 

Attach eow or exer t  of l a m  or regulations. Explain adminimatin need. 
c -  - . .  

- I. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
Calendar Year; Fiscal Year; 0 Other then, 

10 Hold in the wnent files area 
0 Transfer to local holding area; hold 
a Transfer to State Remrdr Center; hold .?year(sl; then 
OD Destroy. 

Transfer to State Arfhives for permanent retention. 
0 Other (Specify) 

month(s) 1 vear(s); then 
year(s1; then 

W'se instructions apply to all prior and f@we acm&bticpps of the mi=. 


